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PCLI CE CAPTAI N

(Pronotional C ass)

DI STI NGUI SH NG FEATURES OF THE CLASS

Thi s cl ass enconpasses hi ghly responsi bl e supervi sory and admi ni s-
trative law enforcenment positions, the primary duty of which
involves assisting in the daily mnagenent of activities and
services of the departnment within a division. Enployees of this
cl ass supervise | aw enforcenent and police departnent personnel

t he naintenance of departnent equipnent and supplies, and the
preparati on and mai nt enance of records and reports. Police Captains
perform public relations functions, as well as assist with the
preparation of the budget for the departnent. The Police Captains
work with a high degree of independence, little supervision, and
report to and have work reviewed by the Assistant Police Chief.
This class ranks directly bel ow the Assistant Police Chief.

EXAMPLES OF WORK

Exanples |isted beloware illustrative only. They are not intended
to include all duties which may be assigned, neither are they
i ntended to exclude other duties which may be | ogi cal assi gnnents
to this class.

Supervi ses the operation of an assigned function within a division
of the department and participates in procedure devel opnent to
acconplish the operative ains of such assigned division. Deploys
avai |l abl e personnel to perform functions or services in the nost
ef ficient manner. Supervises inspections in order to evaluate the
effectiveness of the various services and discusses necessary
i nprovenents or corrections to the proper personnel to take the
appropriate action. Oversees |aw enforcenment activities of the
departnent, including patrol, crowd control, traffic control and
accident investigation, special tactical operations, crimnmnal
investigation and handling of juveniles. Participates in the
preparation of and serves in an Incident Command System as
directed. Supervises dispatchers to select and contact avail abl e
units, and to transmt information such as |ocation and nature of
probl emto such units.

Conducts research to be used i n maki ng managenent deci si ons and for
the planning of prograns and activities. Studies new | aws,
regul ati ons, ordi nances, and court rulings to determ ne if changes
in departnent policies and procedures are needed, and recommends
such changes to the appropriate authority. Reviews crime statistics
and nonitors |local conditions of areas with anticipated need of
speci al enforcenent efforts. Keeps inforned on nodern | aw enf orce-
ment nmethods and adm nistrative practices by participating in
conferences, conventions, and other educational neetings, and
studies relevant literature.
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Supervi ses subordinate police departnment enployees wthin a
di vi sion by review ng i ncom ng communi cati ons and work to be done,
setting work schedul es, delegating assignnments, nonitoring work
pace and progress of assignnents, and altering work spaces as
needed. Qutlines responsibilities and duties, and sets tasks
priorities for subordinates. Provides for all needs necessary for
accurate conpletion of duties. Assists with police personne
pronotions, both tenporary and permanent, by reconmendati ons based
upon current eligibility lists, inaccordanceto civil service |l aw.
Approves | eave. Eval uates the work perfornmance of subordi nates and
wites enployee evaluation reports. Counsels enployees who are
experiencing work problens, handles enployee conplaints and
gri evances, and nmaintains discipline. Supervises formal neetings
with groups of police departnment personnel and officers for the
purpose of receiving reports, dissemnating information, or
di scussing work problens. Assists in internal affairs review
process to investigate any violations of the code of conduct for
departnment nenbers. Participates in a personnel recruitnment and
sel ection program as directed.

Participates in the operation of the general accounting systemfor
t he departnment to provide a record of any financial transactions of
assi gned accounts, such as noney used for investigative purposes.

Revi ews and approves purchase requisitions, vouchers for paynent,
or related financial records. Aut hori zes expenditure of funds
all ocated for police departnment operation, making sure that such
expenditures are in accordance with the budget. Assists supervisor
with the preparation of the departnental operating budget by
gathering information, reviewing and preparing sections for an
assi gned di vi si onal budget, and preparing expenditure estinates.

Supervises the training needs, provisions and instruction for
formal enployee training or outside instruction as necessary.
Consults with local smaller |aw enforcenent agencies, providing
needed assistance. Oversees |esson plans, training naterial and
witten exam nations, including the adm nistration of such.

Oversees the preparation and mai ntenance of departnental records
and reports, such as log sheets of daily activities by review ng
records conpleted by subordinates and by periodically inspecting
systens and facilities for maintaining such. Devel ops new forns or
revises old forns when necessary. Gathers, conpiles and anal yzes
information necessary for witing narrative reports. Wites
letters and nenoranda in order to effectively comrunicate
information or respond to witten or oral requests. Uses the
conputer systemto enter, update, and retrieve information needed
to docunent |aw enforcenent activity and to provide an accurate
data base for use in solving crimes. Assists with the preparation
of news rel eases or office departnmental statenents for publication
as directed.

Participates in the general care, nmmintenance, and use of

departnental equi pnent, vehicles, stations, and grounds.
Supervi ses the inspection and mai nt enance of departnent equi pment
to insure proper operating condition. Investigates accidents
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i nvol vi ng depart nent equi pnment and personnel, determ nes t he cause,
and rmakes reconmendati ons on procedure to avoid future accidents.
| nspects equi pment or property after repairs to see that repairs
were properly acconplished. Participates in the purchase of
equi pnent and supplies in the manner provided by | awful authority,
keepi ng such purchases within the established budget. Over sees
inventory control by ordering supplies and equi pnment.

Pronotes a positive public inmage of the work of the departnent
t hrough t he devel opnent of a community rel ati ons programi ncl udi ng,
the interaction with community nenbers. Wites and delivers
speeches and denonstrations on all related | aw enforcenent topics
as part of the community relations program Coordinates the work
of the departnment with related federal, state, and | ocal agenci es,
rel easing informati on and gi vi ng assi stance when needed. Serves
as an official departnent representative at neetings and to the
news nmedia as directed, releasing information and answering
guestions concerning the work of the departnent. Answers inquires
or handl es conplaints fromthe public about the operation of the
police departnent or any related areas of |aw enforcenent
operations. Conducts tours of the departnment facilities.

Perfornms any related duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherw se specified, all requirenents |isted bel ow nust be
net by the filing deadline for application for adm ssion to the
exanm nati on

Must neet all requirenents of the Miunicipal Fire and Police G vil
Service Law, including being a citizen of the United States, and of
| egal age.

After offer of pronotion, but before beginning work in this class,
nmust pass a physical exam nation, the selection and adm ni stration
of which shall be authorized by the Appointing Authority, designed
to denonstrate good health and physical fitness sufficient to
perform the essential duties of the position, with or wthout
acconmodat i on.

Must possess a valid Louisiana driver’s |license.
Must be a regular and permanent enployee in the class of Police

Li eutenant i medi ately preceding closing date for application to
t he board.
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